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CATALOGUING    RULES  School 


Headin(;<!  and  cross-references pp.     .^8 

Form  of  Hi-adinjjs 8-10 

Form  of  Title  entries n>-i5 

Size-nolation    .........  IJ-15 

Arran(;cmt-nt  in  the  Catalofjue 16  kj 

Works  of  an  author 17-") 

IikKx ao-aj 

Cntalocinc  is  an  art,  not  a  science.     No  1  ever  language,  must  begin  with  a  small  letter 
".    f      .1  1     ^      .    : I      ...  _    _:_   r^..:i \ I  ,.  I...  .,^... — I 


■ulcs  can    take  the  placr  ot  experience  an<l 
i;ood  jadgmrnl,  but  some  «>f  the  results  of 
txp«:riencc  may  be  liest  indicatcil  by  rules.' 
C.  \.  CUITER. 


I.    Headings    and    cross- 
references 

Personal 

H<w>ks  are  to  lie  enlerol  untler 

I  The  names  of  atithors,  compilers 
editors  (but  s<-r  rule  4).  coiiuiicntators 
translators,  prefacewrilcrs  and  illus 
trators"  — when  certaiidy  know  n  -  tolli)«ed 
in  ruund  brackets,  by  anv  foren.imes  ami  ne 
ccssary  prelixes.     All  prefixed  titles,  in  what 

°  rollowinc;  a  word  implies  that  discretion 
may  t>c  uicu 


(r.  jj.  sir,  rev.,  freiheir)  an<l  must  be  preserved 
in  their  vernacular  form  (e.(j.  'comte'  tinl 
'count',  'markgraf'  not  'margrave').  Uc- 
yond  the  round  brackets  will  .ilso  follow  the 
suffixes  (such  as  M.A.,  K  R.S.,  S.|  ,  baronet, 
Ac. »,  and  any  descriptions  needed  to  dis- 
tinfruish  the  person  from  others  of  the  same 
name.  After  two  full  title  entries  cross- 
references  should  be  used. 

I.  The  initials*  or  pseudonym  of  the 

writer,  when*  the  pro(>er  name  is  not  known. 

I  Otherwise    there    is   to  be   .i    rioss  reference 

Irom  the  initials  or  pseuilonyiii  to  the  proper 

name. 

r.seudonymsof  authors  and  firtilious  names 
which  are  ordinary  (not  merely  fanciful)  Imi- 
tations of  personal  names  are  to  be 
treated  as  personal  names : — 

*  The  last  initial  to  he  placet!  first,  followed 
by  the  other!)  in  roun<)  biackt-ts. 


nart):,' . 
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e.g.  Anthony  Hope  as ^(j^«  (Anthony) 

pseud. 
Jane  Eyre  a.s  Eyre  (Jane)  fictitious 

name 
John  Bull  as  Btill (]ohn)  fictitious 

name 

but  Tom  Thumb  or  Father  Chri&i- 
?7ias,  and  generally  Charlotte 
Elisabeth. 

A  pseudonym  which  is  an  ordinary 
vernacular  description  of  a  class  of 
persons  may  be  disregarded  : — 

e.g.  'Poems  bv  a  Lady',  or  'by  an 
M.A.'  :  but  Oxnnieiisis  should 
be  entered  under  that  word, 
and  so  Ape^  S/>y,  Prig  (the), 
Sort  of  the  soil  (a). 

%  If  the  name  of  a  writer  occurs  in  a 
work  but  not  on  the  titlepage,  the  work 
is  also  to  be  regarded  for  the  purpose 
of  headings  as  anonymous,  except  in  the 
case  of  works  without  separate  titlepage 
(e  gf.  mai;azine-articles). 

When  only  the  initials  or  unidentified 
pseudonym"  of  an  author  occur  on  the 
titlepage  of  a  book,  it  is  also  to  be  regarded 
for  the  purpose  of  headings  as  anonymous, 
and  to  come  under  the  heading  or  headings 
required  by  rule  12. 

If  an  author,  though  tiot  named,  is  clearly 
described  on  the  titlepage,  the  book  is  not  to 
be  regarded  as  anonymous,  li.  g.  '  His  Ma- 
jesty', 'the  vicar  of  Binsey ',  "the  Prime 
Minister  '  are  such  clear  descriptions. 

4.  Books  having  more  than  one 
autlJor  are  to  be  entered  under  the  names  of 
the  first  two,  with  cross-references  from  tiie 
rest  Books  having  more  than  one 
editor  are  generally  to  be  entered  under  th.e 


name  of  the  one  first  mentioned  in  the  title, 
with  cross-references  from  the  other  editors." 

5.  Separate  musical  compositions,  ac- 
companied by  words,  are  to  be  entered 
under  the  names  of  the  authors  and  trans- 
lators of  the  words  (unless  these  are  taken 
from  the  Bible  or  a  public  service-book)  as 
well  as  under  those  of  the  authors  and  editors 
of  the  music.  Works  in  which  the  portions  in 
musical  type  are  the  predominant  feature  are 
relegated°to  the  Music  Catalogue,  and  the 
order  of  headings  is  reversed. 

6.  In  the  case  of  an  academical  thesis 

or  dissertation  issued  before  the  nineteenth 
century,  where  a  praeses  is  named,  he  is  to  be 
considered  as  the  author,  but  an  entry  is  also 
to  be  made  under  the  respondent  or  defender, 
who  in  modern  theses  is  always  the  author. 

7.  Reports  of  civil  actions  are  to  be 

entered  under  the  names  of  the  plaintiff  and 
first  defendant.  Reports  of  Crown  and 
criminal  proceedings  are  tc  be  entered 
under  the  name  of  the  defendant.  Admiralty 
proceedings  relating  to  vessels  are  to  be 
entered  under  the  name  of  the  vessel. 

Collected  reports  of  cases  decided  in  courts 
of  law  should  be  entered  under  Law  reports, 
in  addition  to  other  necessarj-  her.dings.  Sub- 
headings should  be  given  for  the  names  of 
the  courts,  or  general  for  mo"e  than  two 
courts.     E.g .  : — 

Law  reports — general 

Law  reports — Exchequer  (Court  of ). 

Cross-references  maybe  given  from  striking 
ca:ch-titles,  such  as  '  English  rcports\ 

8.  Biographies,  bibliographies  and 
criticisms  ot  i.idivlduals  or  books,  and 
histories  of  families  are  to  be  entere.i 
under  the  subjects  of  them,  as  well  as  under 
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thr  writer"!.  Tlils  rule  doc»  not  apply  to 
s<-rmons  on  Biblical  persons,  nor  lo  lum-ral 
sfrmons,  unless  thrre  is  known  to  be  critical 
or  biographical  matter. 


Miscellaneous 

Books  are  to  be  entered  under 

q   The   titles  of  collectaneous    works 

and  series  which  htt\e  been  lelerenced  to- 
gether, with  all  necessary  cross-references 
Irom  editors,  I'tc.  General  or  special  cro-,s. 
references  should  be  gi\rn  from  publishers, 
when  they  ap|)ear  in  the  title  of  a  work,  ami, 
in  the  case  ol  a  seiits  the  \oIunie-.  of  which 
have  been  separately  teftrenccd,  from  the 
title  ol  the  series  and  from  the  general 
editor. 

Ex.  I.  General.     Ward,  Lock  v'v:  co. 
(For  Ward,  Lock  I'i  co.'s  guide-books, 

sec    under    the    separate    authors    or 

subjects] 

Ex.  2.  Special.    Pitman  (sir  Isaac) 
(For   'Pitman's  guide  to  the  laws  of  li- 
censing . . .'  sec  Thatcher  (John  Wells), 
iqii] 

Ex.3.    (')  Heroes  of  the  Reformation 
[For    the    series     'The     heroes    of    the 
Reformation  ',  ed.  by  S.  M.  Jackson, 
see  under  the  separate  parts] 

(j)  Jackson  iSamuel  Macaulay) 

In  collectaneous  works  other  than  classical 
texts,  the  wparale  part*  should  in  general 
not  be  catalogued,  except  that  pieces  of  more 
than  v^  pp.  m  4^  »iie  or  411  pp.  in  8**  si/e 
should  be  considered  for  catalov:aing  on 
Iheir  merits  and,  if  catalogued,  ticked  utl  in 
the  list  of  consents. 


10.  The  names  of  countries",  cities", 
societies"  (see  rule  35),  corporate  bodies, 
such  as  Methodists,  i>ic.,  wliicli  cause  tlieir 
publication.  Countries,  cities  and  eorpora- 
tions  with  tlieir  subdivisions  and  ileparlinents 
are  regarded  as  the  authors  of  their  bills, 
acts,  laws,  statutes  and  regulations.  Some 
headings  which  should  in  striclmss  be  under 
Great  Britain  (ami  Ireland),  United  Kin-;dom, 
ami  even  British  Kmpire.  are  dealt  with 
under  England;  but  bnglish  slate  ilcpart- 
inents  are  entered  under  their  names  (see 
below)  with  cross  references  Irom  England. 
Acts,  bills,  S:c.,  of  the  British  Parliament, 
whether  collected  or  separate,  wheth<-r  with 
or  without  commentaries,  are  to  be  placed 
under  Parliament— Ads  and  Hilli.  But  the 
occurrence  of  an  act  or  acts  in  a  volume  does 
not  by  itself  necessitate  a  separate  hcaiiing. 
Oflicial  publications  of  a  state  department, 
when  anonymous,  should  be  entered  under 
the  departit'ient  as  author,  in  addition  to  any 
entry  under  a  compiler  or  editor.  Depart- 
mental committees  should  be  entered  under 
th>;  tlepartincnt ;  commission-;  should  form  a 
sub-heailing  of  the  country  or  state.  Some 
of  the  chief  departments*  are  :  — 

Admiralty 

Agrieuliure  &  Fisheries  (Ministry  of) 

Civil  Service 

Colonial  OflTicc 

Education  (Board  of) 

Home  Otiice 

Indian  Ci\  il  Seiyice. 

Local  (joverninent  Board 

Ordnance  Survey 

Trade  (Board  of) 

War  Office 
For«'ign    dissertations   or    commenianes    on 
parts  of  codes  need  not  l)e  placed  under  the 
code. 

*  Foi  other  departments  see  separate  list' 
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11.  The  titles  of  periodicals,*  which  are 
generally  to  be  given  in  full,  a  cross-reference 
being  given  from  any  catch-title  commonly 
used.  Supplements  with  separate  titles  are 
to  be  entered  under  the  heading  of  the 
periodical  to  which  they  belong,  with  cross- 
references  from  their  own  titles.  Editors  of 
periodicals  are  to  have  cross-references  only. 
Periodicals  which  change  their  name  are  to 
be  entered  under  the  new  name  and  the 
change  is  to  be  noted  under  both  names.  See 
also  rule  57. 

12.  In  the  case  of  anonymous  works, 

the  heading  is  to  be  selected  from  the  title  in 
accordance  with  the  following  order  of  pre- 
ference : — 

(i)  If  relating  solely  or  chiefly  to  a  person, 
body  of  persons,  place,  institution,  period  of 
history,  or  historical  fact,  the  name  of  which 
is  given  (or,  in  the  case  of  persons,  definitely 
described")  in  the  title,  the  work  should  be 
entered  under  that  name.     See  rule  20. 

(2)  Otherwise,  if  there  be  a  proper  name  of 
a  person,  place,  .jic.  (or  an  ordinary  imitation 
of  such  a  name)  prominently  mentioned  in 
the  title,  that  name  (except  when  only  indi- 
cating the  limits  of  a  period  or  space)  should 
form  at  least  one  of  the  headings. 

(3)  Otherwise,  the  main  heading  should 
be  the  first  words  (or  word)  of  the  title,  not 
an  article  or  preposition  °.  Where,  however, 
the  first  words  or  word  are  not  well  adapted 
to  form  a   distinctive   heading,   if  there  be 

*  A  memorandum  on  the  cataloguing  of 
periodicals,  publications  of  societies,  insti- 
tutions, &c.  and  government  publications  is 
kept  by  the  a&siatant  inchargeof  the  roreign 
Periodical  Register. 


some  striking  word  or  words  in  the  title,  the 
main  headmg  should  consist  of  the  striking 
word  or  words,  and  a  cross-reference  be 
added  "  from  the  first  words  or  word.  The 
main  heading  may  either  be  a  catch  title,  or 
(in  certain  cases,  see  rule  66)  a  subject- 
heading.  Sometimes  non  significant  words 
become  relatively  important  from  the  context. 
1  hree  dots  at  the  end  of  a  heading  may  be 
used  to  indicate  omitted  words. 

Titles  of  old  romances  and  the  like  which 
are  found  in  several  languages  should  be 
given  in  the  oldest  language  and  form  in 
common  use,  or  in  doubtful  cases  in  English. 

In  cases  of  doubt  and  difficulty  cross- 
references  should  be  given  to  the  heading 
selected,  from  other  headings  likely  to  be 
looked  for,  and  a  work  should  not  have  more 
than  one  main  heading  for  the  title  and  a 
second  heading  for  the  editor. 

In  the  case  of  anonymous  ballads  a  note 
may  be  added  in  square  brackets,  giving  the 
first  few  words. 

13.  Commentaries  with  the  text,  edi- 
tions of  the  text,  and  translations  are  to 
be  entered  |i)  un<ler  the  ht-adings  of  the 
original  work,  and  (2)  under  the  name  of  the 
commentator,  editor,  or  translator.  Com- 
mentaries without  the  text  are  to  be 
entered  under  the  same  headings,  but  in 
reverse  order. 

14.  Editions  of  the  entire  Bible,  with  or 
without  the  Apocrypha,  are  to  be  entered 
under  the  word  Bible  :  editions  of  parts  of 
the  Bible,  under  the  words  7'es/ameni  (Old), 
Apocrypha,  Testament  (New),  or  lesser  divi- 
sions such  as  Pentateuch,  Judges,  Hagio- 
grapha.  Prophets,  Isaiah,  Gospels,  Paul  (st.) 
the  apostle.  Epistles  (General). 

15.  TheTaJmud(i.e.  Mishnaw;V/»Gemara) 
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.TMil  Koran  (and  parts  of  them)  arr  to  lie 
rfitcrnl  un<ler  tliosp  words.  The  Mishna 
alone  Uiml  pans  of  it)  is  to  l>e  entereil  under 
that  name. 

i6.  Tlie  aacred  books  of  other  reli- 
ftions  are  to  be  entered  umler  the  names  by 
which  thry  are  generally  known. 

17.  General  liturgical  works  are  entered 
unaer  i.ilur^us,  with  \uli.hra'!in^s.  But  indi- 
vidual lituri;ie.Tl  books  are  to  be  entered 
under  the  namfs  by  which  thev  arecoinmonlv 
known  in  i- n^land,  such  as  Prayer  (Book  o/' 
common).  H.if'ltsm(Ortiero/),  Communion 
{Holy).  iVc.  :  Hreviarium,  A//jr.ta/*  ( Missa 
hring  reserved  for  the  Mass,  not  the  Mass- 
book),  florae.  Etichohgioii,  Synaxariou. 
..\c.  Collections  of  bymns  .ire  to  be  entered 
under  f/ymn.f  in  addition  to  any  other 
necessary  heading. 

i8.  Catalogues*  arr  to  be  entered  under 
the  name  of  the  compiler — also,  as  circum- 
stances require,  under  the  names  of  one  or 
more  of  the  institutions  see  rule  35)  or  persons 
now  or  formerly  o«  ning  the  collection.  Where 
deiirablc,  there  may  lie  a  further  hea<lini;  of, 
or  cross-reference  Irom,  the  name  of  the  col- 
lection itself. 

10.  Lexicons,  grainmars,  reading* 
books,  spectiiiens  ol  language,  ancient 


•  Auction  catalogues  of  b(y>ks  or  other 
property,  where  no  owner  is  mentionei),  have 
tor  the  present  no  separate  entry  in  the 
General  Catalogue. 

A  memorandum  on  the  treatment  of  Iroth 
auction  and  booksellers'  catalogues  is  kept 
by  the  Assixiant  in  charge  of  them. 


inscriptions  (including  ostraka),  frag- 
ments •*  and  alphabets  are  to  be 
entered  undt-r  the  names  of  (he  l.in^ua^es  to 
which  they  relate,  as  well  ;is  under  the  names 
of  their  compilers  anil  editois.  When  a 
lexicon  has  two  parts  a  double  sub-lieadinj; 
should  l)e  emplo\ed,  e.g.  a  Fnnch-L'rdu 
lexicon  in  two  pans  should  be  under: — 

(i)  French  —  Uxicons  —  Fr.-Urdtt  and 
L'rduFr. 

( J)  U rdu  —  lexicons  —  Fr.- Urdu  and 
Urdn-Fr. 

But  no  separate  entry  need  l>e  made  of  the 
language  into  which  another  is  translate"!,  nor 
of  moilern  literary  Knglish,  when  that  is  one 
of  the  lan^juages;  e.g.  an  English-Italian 
ilictionary  should  \\r  entereil  under  lialion — 
lexicons— Fng.-Iial.  Conversation-books 
should  be  entered  as  reading-books. 

JO.  A  work  written  in  reply  to,  or 
otherwise  connected  with,  another  is  to 

I  have  at   least  a  cross  lefrienoe  to  it  inserted 
'  under  the  first  heailing  of  the  former  work. 

'  2\.  Ephemeral  literature  ('scraps'), 
such  as  advcrti-.ements,  notices,  fly-sheets, 
programmes  and  the  like  (which  are  usually 
prrserveil  in  volumis  or  boxes  nccordmg  to 
subject),  unless  ol  literary  or  other  lasting 
value,  is  not  to  Im-  entered  in  the  General 
Catalogue.  But  volumes  of  miscellaneous 
papers  relaiing  to  a  particular  subject,  ivc, 
may  lie  entered  under  their  subject. 

In  the  case  of  literary  pieces  containing  less 
than  fixe  pages  of  printed  matter,  the  pre- 
sumption is  that  thev  are  not  sufTieiently 
taluable  to  bi-  entereil  in  the  General  Cata- 
lojjue.  But  literary  merit  (e.  g.  B.illads),  age, 
official  or  historical  character  te.  g.  Procla- 
mations) and  even  size,  const. tute  cluinis  for 

,  consideration. 
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22.  Books  of  which  the  main  text  or  body 
is  in  non-European  type  and  languages  are 
excluded^  from  the  General  Catalogue  :  but  if 
they  liave  titles  (or  prefaces)  in  European  type, 
they  may  be  treated  as  exceptions  to  this  rule. 

Such  excluded  books  are  entered  in  the  fol- 
lowingspecial  catalogues  :— Sanskrit ;  Indian 
languages;  Hindustani;  Peisian,  Armenian, 
Turkish  and  dialects;  Hebrew  ;  Arabic  ;  Se- 
mitic (excl.  Hebrew  and  Arabic);  Chinese, 
Japanese,  Burmese.  Siamese  and  dialects ; 
Malay  and  Polynesian  (incl.  Javanese)  ; 
Coptic  and  African  languages. 


2.  Form  of  headings 

Personal 

2^.  English  noblemen  and  civil  and 
ecclesiastical     dignitaries     are     to     be 

entered  under  the  family-name,  a  cross- 
reference  from  the  title  being  made.  With 
foreign  dignitaries  the  same  principle  is  to 
be  preferred.     See  also  rule  30. 

24.  Ruling  princes,  members  of  the  im- 
mediate fairiilies  of  so\'ereigns,  and  Popes 
are  to  be  entered  under  their  forenames;  their 
highest  title  to  be  added.      See  also  rule  30. 

25.  Companies  and  firms  with  a  cor- 
porate  name  are  to  be  entered  under  their 
best-known  title,  beginning  when  possible  with 
the  first  striking  word  (generaUythe  firstword 
not  an  article):  but,  when  the  title  contains 
a  full  personal  name  or  names,  these  are  to  be 
treated  as  such  (with  the  limitation  laid  down 
in   Rule  2),    a  cross-reference   being  at   the 


same  time  made  from  any  title  which  may 
reasonably  be  looked  for:  — 

e.g.  John  Brown  &  CO.,  ltd.,  to  be 
under  Brown  (John)  &  CO.,  ltd. 

Williain  Whiteley,  ltd.,  to  be  under 
Whitelcy  (William),  ltd. 

Master,  Wardens  and  Commonalty 
of  the  Mystery  or  Art  of  Sta- 
tioners, to  be  imder  Stationers' 
Company .  \\\\h  cross-references 
when  needed. 

26.  All  persons  generally  known  by 
a  forename  are  to  be  so  entered.  Up  to 
A.  D.  1400,  and  according  to  discretion  up  to 
A.D.  1500,  the  forename  is  preferable  (with 
a  cross-reference  from  the  second  name), 
especially  when  the  second  name  is  connected 
by  de^  or  relates  to  a  place  or  trade,  or  is 
a  nickname.  Discretion  may  be  used  with 
respect  to  well-known  names  and  non-literary 
names. 

27.  Biblical  characters  and   persons    ^ , 
canonized  are  to  be  entered  under  the  cur- 
rent English  form  of  their  name,  with  cross- 
reference  °  from  the  Latin  form. 

28.  Correspondence  is  to  be  entered  under 
the  names  of  all''  authors  and  the  chief  reci- 
pient^ mentioned  on  the  titlepage,  but  discre- 
tion may  be  widely  used.  For  instance,  an 
open  political  letter  need  not  be  entered 
under  its  addressee. 

29.  Married  women,  and  other  per- 
sons who  have  changed  their  names 

are  to  be  put  under  the  last  well-known  name, 
with  a  cross-reference  from  other  authorized 
names.  Man  iecl  women  retain  their  own  fore- 
names prefixed  by  jnrs.,  e.g.  Wood  imrs. 
EUcii)  with  a  cross-reference  from  Wood 
{inrs.  Henry). 

30.  In  the  headings  of  titles  the  names  of 
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authors,an<I  subjects  of  biojjraphies,&-c.,  are 
to  Ix*  jjivcn  in  full,  an'i  prefprabl y  in  the  verna- 
cular, but  when  thf  forcn.nme  is  the  hrailini;, 
ail' I  it  ha-,  nn  orilinarv  Knjjlish  rquivalfiit, 
that  ciiuivnli-nt  should  be  usnl:  except  that 
autliors  whii  wrote  chielly  in  Greek  or  Latin 
should  be  entered  under  the  Latin  form,  with 
crews  references.  Irish  surnames  are  to  be 
entered  un<ler  the  English  form,  with  cross- 
references  Irom  the  transliterate<l  Irish  form. 
Discretion  may  1m-  used  with  respect  to  well- 
known  names  and  non  literary  names. 

•?i.  English  and  French  siirnaraes  be- 
eiiinini;  with  a  prefix  or  prefixes  are  to 
Ik-  re<ordiil  un!er  the  first    piel'ix,   and   sur- 
names in  other   languages   under    the    word 
followinethe  last  prelix — except  that  French 
names   beginninj;   with    tie  or  rf'   are  to  be 
entered  under  the  word  following  de  or  d' . 
E.g.  De  Morgan   William) 
Mussct (Alfred  de) 
La  Fontaine  (Jean  de) 
l)u  Bois  (Ciuillaume) 
Bissing  iFriedrich  von) 

31.  English  compound  stirnames,  con. 

nected  by  a  hyphen,  are  to  lie  entered  under 
the  first  part  of  the  names,  with  a  cross-refer- 
ence from  the  last  part  :  forei^  ones,  with 
or  without  hyphens,  under  the  entire  coin- 
pound  name,  cross-references  being  given  in 
all  instances. 

y\.  With  respect  to  Arabic  and  Hebrew 
aiid  other  Oriental    names,  the  author  is 

to  l>e  put  under  the  first  name,  an<l  in  its 
I-^nglish  form  if  there  be  one,  with  all  neccs- 
-;ary  cross-references. 

34.  When  an  author  has  been  known 
by  more  than  one  name  cross  reierences 
are  to  be  inserted  from  the  name  or  names 
not  used  as  headings  to  the  one  used. 


Miscellaneous 

15.  Societies,  both  British  and  foreign, 
other  than  universities,  should  he  entered 
under  their  titles,  with  cros-s-refeiences  from 
places,  where  necessiiry,  and  from  well-known 
catch  titles  and  former  n.aines. 

The  indexesto  the  publicationsof  a  society, 
as  of  all  other  inst  tutionsand  also  to  periodi- 
cals.are  to  be  entered  under  the  same  head- 
ing as  the  society,  S:c.,  with  cross-refereiic<!S 
(<7»/y)from  their  compilers.  Societies'  publica- 
tions which  have  striking  catchtitles  should 
have  at  least  cross-references  from  such 
catch-titles. 

Libraries,  museums,  galleries  and 
generally  other  institu  ions  should  be  en- 
tered under  the  places  to  which  they  belong, 
with  sub-headings.  Exception  shoulil  be  made 
in  certain  cases,  e.g.  the  libraries  of  the 
Vatican  and  the  British  Museum  should  be 
entered  un<ler  tho-ic  titles. 

Universities  and  schools  should  in  gene- 
ral be  entered  under  the  phices  to  which  they 
belong,  but  mstiiutions  such  as  the  Johns 
Hopkins  university  or  Royal  Holloway  col- 
lege, which  are  belter  known  under  titles, 
should  lie  entered  under  them. 

Churches  should  be  entered  under  the 
plares  to  which  t hey  belon;j,  with  sub- lieailings. 

Clubs  should  lie  entered  under  their  titles, 
with  cross-rclerencea  from  places. 

.16.  Places  are  to  be  entered  under  the 
modern  English  form  of  th<-ir  names,  wiih 
a  cross-reference  Irotn  any  other  well-known 
form(^.jf.  A/«M/f//,  with  cioss  nlerenccs  from 
Sliinchen  ;ini\  Moi:acliiiitn\.  Where  there  is 
no  modern  English  form  the  vernacular  form 
is  to  be  useil  with  similar  cross-references. 
Where  theEnj;lisli  form  is  not  well  est ablishetl, 
or  is  giving  «ay  to  a  vernacular  form,  the  latter 
is  to  be  preferred,  with  a  cros<-reference(^. /-. 
Main:  with  cro»s  reference  from  AfiJVfnce). 
Regional   atlases,    maps,  gazetteers. 
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plans  and  directories  (hut  not  guide- 
books) are  to  be  entered  under  their  main 
subject  as  well  as  under  their  authors.* 

,^7.  In  headings  which  do  not  consist 
of  proper  names  the  modern  , vernacular 
form  of  spelling  is  to  be  used  {e.g.  Epitre  d'tin 
paiivre,  not  Epistre  d'liiig  povre) — except 
where  the  variant  form  is  practically  a  distinct 
word  (as  in  the  case  oi  Jests  and  Gestes),  or 
has  been  deliberately  preferred  by  the  author 
(e.g.  Fo'c's'le  yams  not  Forecastle  yarns). 
In  all  cases  adequate  cross-references  are  to 
be  given.  In  the  transliteration  of  Greek 
headings,  k,  note,  should  be  used  to  repre- 
sent K,  and  kh  to  represent  x\  and  y  before 
V,  K,  or  X  should  be  transliterated  as  n. 
Thus  "Payxafiri^  should  be  transliterated  as 
Rhankabes.  Exceptions  should  be  made  in 
the  case  of  well-known  names  such  as  Cebes, 
Chrysostom,  Chrysoloras.  For  modern 
Greek  general  cross-references  have  been 
made  from  B —  to  Mp— ,  from  Sh —  and  Tzi  — 
to  Tz — ,  from  V —  to  B— ,  and  from  Y —  to 
Gi— . 


3.    Form  of  title-entries 

38.  The  appearance  and  type  of  the  title- 
page  need  ni>t  be  imitated,  and  obsolete  forms 
of  type  isuch  as  f.y^)  and  of  contraction  may 
be  disregarded:  but  in  the  case  of  contracted 
forms  written  at  iength,  letters  not  in  the 
original  should  be  underlined.  Ae,  a;,  oe,  ce, 
i,  j,  u,  V  and  the  like  must  be  used  in  strict 
accordance  with  the  usage  of  the  book  cata- 
logue'!. The  ampersand  and  'Sic'  may  be 
written  as  such.  Capitals  on  a  titlepage 
should  be  reduced  to  small  letters,  subject  to 

*  With  respect  to  atlases,  maps,  charts 
and  the  like  there  is  a  memoranaum,  kept 
in  the  Map  Room,  supplying  further  detail. 


rule  40,  but  the  cataloguer  should  be  guided 
by  the  usiige  of  the  author  in  the  text  of  the 
book  under  consideration,  e.g.  BELOW  (either 
below  or  below):  VNIUERSITIE  (either  vni- 
uersilie  or  utiiversiti'e).  When  the  type  of 
an  early  book  is  not  chiefly  Roman  the  kind 
shoulii  be  slated,  as  ital.,  bl.  Utter,  i<c.,  in 
sfjuare  brackets.  Obvious  errors  are  to  be 
reproduced,  with  ^\sic\\° 

39.  The  punctuation  ofthe  titlepage  should 
never  be  changed,  Imt  stops  may  be  added 
when  they  are  necessary  for  clearness. 

40.  In  English,  initial  capitals  are  to  be 

given  to  proper  names  of  persons  and  personi- 
fications, places,  societies,  chief  words  of 
titles  of  periodicals,  and  noted  events  and 
perioiis  which  are  commonly  so  indicated  ; 
to  adjectives  and  other  words  derived  from 
proper  names,  when  they  have  direct  refer- 
ence to  the  person,  place,  &c.,  from  which 
they  are  derived ;  and  to  the  first  word  of  every 
title  of  a  work. 

In  other  languages  the  use  of  capitals  is    "• 
to  follow  the  local  practice  :  but  see  also  rule  1. 

In  doubtful  cases  capitals  are  to  be 
avoided. 

41.  The  titles  of  works  especially 
valuable  for  antiquity  or  rarity  inay  be 
given  in  full,  see  rules  38  and  46-7. 

42.  The  name  of  a  single  author  is  to 
be  omitted  from  the  title  when  it  appears  in 
full  on  the  titlepage,  and  in  similar  form  to 
the  heading,  and  unless  its  absence  will  cause 
ambiguity. 

Names  of  translators,  commentators, 
editors,  and  preface-writers,"  if  not  on  the 
titlepage,  must  be  added  in  brackets. 

4^  Titles  in  foreign  characters  other 
than  Greek  and  Irish  must  be  translite- 
rated. This  does  not  apply  to  foreign  words 
occurring  within  a  title. 
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44.  The  languages  in  which  a  book  is 
written  arr  to  bo  stated  v\hi^ntlierr  arr  more 
tliari  one  ami  the  fact  is  not  mentioned  on  the 
litlepaye. 

l^.  Single  sermons  are  to  have  a  note 

ot  tin-  trxt  a'l'i.d 

46.  When  a  work  is  without  a  title- 
page   the  conlt-nts  arc   lo  Ih;  statcil  in    the  I 
words    of     thf     covrr.     preceded     by     '  [on  | 
lover  : — ) ',  or  in  tlmse  of  the  hrad  tillj",  pro- 
cfdcd  by  ■  (at  l)ei;iniiiiii;  :  — ) '  ;  if  there  be  no 
head-title,  in  lho>e  of  ihe  colophon,  preceded 
liy  '[at  end:  —  ].'     This  rule  does  not  apply, 
i  owever,  to  ihe  catalo(;uini;  of  colh-cianeous 
volumes  which  may  l>e  done  Irom  the  table  ' 
of     contents,     nor     to     the    cataloeuinjj    of 
m-iiodicals   which    seldom    have    litlepai;es 
In  the  alisence   of  head-title,    \:c.,    a   short 
descrirtion,    in     F.iiylisli,    ol    the     contents 
(including   the  first  words   and  any  running 
head-line)  may   be   substituted,    enclosed    in  \ 
•.quarc  brackets.  j 

47.  Other  particulars  are  to  be  given  1 
.\fter  the  title  in  the  followinjj  order:— 

(l  or  2)  Ihe  edition  as  sp<rcifieil  on  the  j 
titlepajje  or  any  page  adjoiniiijj.      If  | 
it   IS  a  limite<J   edition   this   must   l>e  j 
stated;    and    the    form    '|j5<i   copies 
only  pr  |'  is  to  be  preferred  if  given.     ^ 

(}ori)    The    number   of   volumes  (if 
more  than  one)  in  Aral>ic  figures,  an  ] 
alternative  form,  such  as  vol.  i(-4), 
l>ring  allowc<l.  j 

(3)  The  place  of  publication-- followed 
by    the    place    of   printing,    when  ' 
different   Irom    th.it    recorded    as   the 

Clate     of      publication,      in       round  ; 
rackets.  j 

Where  these  are  given  in  the  t>ook 
itself  its  forms  must  Ik-  followed,  but 
customary  abbreviations  may  in  all 
cases  Ik-  used— e.  g.  Oxf.,  Lond., 
Edinb.,  Leipz.,  Lug<r  Bat. 


Books  of  the  15th  cent.,  or  printed 
and   published   in    Great    Britain    or 
Ireland  before  1 651,  or  of  special  value 
or  rarity,  are  to  have  the  names  of  the 
I  publisher  ami  printer  added  alter  the 

I  above  entries  respectively.    Thtsame 

I  is  to  apply  to  well-known  publisher- 

editors    (such    as   Aldus,    Stephanus, 
Froben,  Didot).     Books  published  or 
I  printed   by  the  Clarendon   I'ress  are 

to  ha\e  the  name  of  the  Press  added. 
Where  several  places  of  publication 
(as  distinct  Irom  sale-agency)  or  print- 
ing occur,  only  the  first,  followed  by 
I've,  is  ordinarily  to  be  gi\en. 

If  a  book  is  privately  printed  this  is 
to  be  stated,  either  in  the  imprint  or 
with  the  notes  on  the  book,  according 
to  the  usage  of  the  woik  catalogued. 

(4)  The  date,  as  given  in  the  book,  in 
Arabic  liguies. 

Both  the  place  of  publication  and 
the  date,  if  taken  from  any  other  part 
of  the  book  than  the  imprint,  must  l)e 
enclosed  in  round  brackets  ;  if  derived 
from  an  external  source,  in  square 
brackets.  If  they  cannot  be  ascer- 
tained, the  abbreviations  '  n.  pi.'  (no 
place)  and  '  n.  d. '  tno  date)  may  be 
used;  but  an  approximate  date,  e.  g. 
'Ic.  1800]',  should  be  given  if  it  is  at 
all  possible. 

(5)  The  size— in  accordance  with  the 
following  tables. 

(6)  In  the  case  of  Incunabula  the  follow- 
ing details  may  be  a<ided  :— numlier  of 
columns  in  a  page  and  of  lines  in  an 
onlinarycolumn.registerof  signatures, 
and  number  of  blank  leaves. 

Illustrations  and  the  like  may  be  i..en- 
lioned. 
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Size-notation 

4R.  The  size  of  a  book  printed  before  1801 
is  to  be  described  in  accordance  with  Table  I 
if  possible. 

Other  l)ooks  are  to  be  described  in  accord- 
ance with  Table  II. 

49.  The  number  of  leaves  in  thegatherinfj  of 
a  book,  wlien  not  according  with  the  de- 
scription of  size,  is  to  be  indicated  in  round 
brackets  prefixed  to  the  latter. 

Examples.  A  book  of  ordinary  folio  dimen- 
sions, printed  on  watermarked  folio  leaves 
which  are  gathered  mostly  in  sixes,  but  some- 
times in  fours  and  eights,  is  to  be  described  as 
(sixes  &c.)  fol. 


A  book  measuring  10^  in.  X  13  in.,  printed 
on  unwatermarked  folio  leaves  gathered 
in  eights,  is  to  be  described  as  (eights)  obi. 
4°. 

If  the  book  consists  of  but  one  gathering, 
four,  six,  eight,  i\;c.  are  to  be  used  instead 
of  fours,  sixes,  eights,  &c. 

Modern  books  with  one  gathering  only 
often  have  an  odd  number  of  leaves,  one  being 
pasted  on  to  the  gathering.  In  such  cases  the 
odd  leaf  should  be  passed  over  in  the  size- 
description.  Thus  an  8"^  book  in  one  gathering 
of  24 -fi  11.  should  be  described  as  (twenty- 
four)  8°. 
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TABLE  I 
Sizes,  with  variations 


Cboin-Unes   Watermark 


Size    Hei'Klit  of  p.iv;c 


down— in  ci-ntre 
of  leaf 

across— sideways 
in  centre  of  leaf 

across  — in  centre     J 
of  back      I 

down — in  centre  of 
top  edjje 

down— thro'  back,  J 
at  top  1 

across— sideways 
thro' back,  at  top 


atl.  fol. 
la.  fol. 
fol. 

sin.  fol. 
•obi.  fol. 


iiichts 
over  28 
18-38 
13-18 
under  ij 
•as  above 


la.  4° 
4"      „ 

sm.  4 
•obi.  4° 


over  13 

Q-I3 

under  g 
*as  above 


la.  8" 
8« 

sm.  8" 
•obi.  8° 


over  9 
7-0 

under  7 
*as  above 


across  —  on   fore  | 

edge,    high    or  •] 

low  \ 

down— tliro'  back, 
at  centre 

across — top  rijjht  J 

corner  I 


down— in  centre     j 
of  leaf  \ 


la.  13° 


sm. 
•sq.  I 


over  7 
6-7 

under  6 
•as  above 


la.  16°        over  6 
16°  5-6 

sm.  16°     under  5 


la.  l8» 

over  6 

iS' 

.S-6 

sm.  |R"» 

under  5 

(once) 
in  3 


(twice) 
in  4 


J  (thrice) 
in  8 

(do.  or  \ 
sh.  twice) 

)  (4  times) 
1'     in  13 

(do.  or  \ 
sh.  thrice) 


(4  times) 
in  16 


1(5 


(^tiroes) 
in  18 


*  i.e.  an  obi.  fol.  over  18  in.  would  be  la.  obi. 
fnl, — an  obi.  4*"  under  q  in.  sm.  obi.  4° — an  obi.  8  ' 
of  8  in.  oAA  8^— a  sq.  li"  under  6in.  .tm.  ^9.  13'. 


'4 
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TABLE  I  [conlhiited) 
Sizes,  with  variations 


Chain-'ines     AVatermark 


across— thro"  back, 

at  top 
ciown — in  centre  of 

fore  ecl<;e 
down  —  in   centre, 

bottom  or  top 


down  —  on    fore      I 
edge,  at  foot       1 


Size    Height  of  pagi 


-la.  24.^  over  5 

24^  4-5 

sin.  24°  under  4 

*sq.  24°  *as  above 


la.  32^ 
.^2° 
sm.  32^ 


over  ^ 

4-.=; 

undt-r4 


(5  times) 
in  24 


(i  sh. 

4  tiinesi 

in  %2 


*  See  note  on  previous  page. 

Books  on  the  line  of  height  between 
two  sizes  are  to  be  described  as  of  the 
lower  size.  The  linear  measurements 
in  col.  2  are  those  of  the  copy  which 
is  being  catalogued. 


The  ordinar)'  procedure  is: — 

1.  Ascertain  whether  the  papci  is  water- 
marked. This  settles  to  whicli  Talile  it  is 
to  be  referred.     If  it  is  under  Table  I,  then 

2.  Observe  the  direction  of  the  chain-lines 
and  the  position  of  the  watermarks.  Tliis, 
after  a  comparison  of  coluiniis  i  and  2, 
practically  .settles  the  designation  of  size. 

3.  Obser\'e  the  number  of  leaves  in  a 
gathering  (.see  col.  3),  in  order  to  determine 
whether  any  addition  is  needed  to  the  simple 
designation  of  size. 
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Miscellaneous 

50.  Title-  and  imprint-entries  arc  to  be 
as  far  as  possil)!!-  in  tin-  lanyua^i-  <if  the  title, 
but  additions  arc  t"  be  in  English,  enclose<l 
in  sijuarc  brackets. 

51.  Contents  of  volumes  are  to  be  gi\en 
when  ex(KMllent. 

5i.  Notes,  explanatory,  or  illu>trative,  or 
descriptive  ol  bibli(i;:raphieal  ami  other  pecu- 
liarities, inclu<lin)T  imperii  ct,ons,  are  to  be 
added  when  necessary. 

5.V  Among  the  abbreviations  allowable 
ill  ordinary  entries  are  ; — afuiiu.  (after- 
wards); a«i5//.( anonymous);  ascr.  (ascribed) 
atlr.  (attributed);  Anfl.  (.•\ufliij;e);  Ausg. 
(Ausgabe);  //,/.,  /?<y<r.  (Band,  U.mde) ;  br.  s 
(broail  side,  i.e.  sheet  pr.  on  one  side  only) 
erf.  (eilition,  edited,  vie);  engr.  leiigraved) 
fasc.  (fasciculus  I've.) ;  /ol.  (toiio) ;  foil,  (folios, 
I  followed,  following);  heraitxg.  (herausge 
'  geben);  illuxir.  (illustrated);  hid.  linrlud 
ing);  i///r.  (introduction);  Z-»>/.  (  Lieferung) 
A^V.,  MSS.  (manuscript,  manuscripts);  p.,pp 
(page,  pages);  pr.  (ptinledl;  psnid.  (pseu 
cli>nym,psi-u<lonymi>us);  />/.  (p;irt  ;  /*M6/.(pub- 
lished);  repr  (teprint,  reprmtedl:  J/^f".  (sig- 
nature); s.  sh.  (single  sheet  printi-d  on  botn 
si<les) ;  lorn,  (lomus,  Ionic);  Ir.  (translated, 
translation,  traduit,  &C  )  ;  fo/.  (voluinr,  \olu- 
men) ;  also  A/.,  pro/.,  rev. :  and  m  an  imprint 
n.  d.  (no  dale),  n.  pi.  (no  place)  See  also 
rule  47  (.^).  The  numU-rs  of  editions, 
volumes,  I've,  are  to  Ik-  given  in  Arabic 
figures  even  when  written  in  full  in  ihc  book, 
e.g.  huit;emc  edition  =  .S"  id. 

54.  .Arabic  figures  are  to  be  usecl  rather 

than    Roman  ;    but    Roman    figufs  may  be 

used  alter  the  names  of  ruling  princes  and 

'  popes,  or  to  designate  the  numlK-i  f)l  a  volume 

I  or   chapliT    when    (ollowed   by    a    Jiagc-    or 

1  division-number  in  Arabic  figures. 


i6 
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55-  The  general  rule  regulatinir  the  use  of 
brackets  is  that  round  brackets  include 
notes  derived  from  the  work  itself,  while 
square  brackets  include  notes  of  which  the 
matter  or  form  is  independent  of  the  work. 

56.  Three  dots  (.  .  .)  ordinarily  indicate 
the  omission  of  a  word  or  words:  adash(— ) 
before  a  second  or  other  edition  ordinarily 
indicates  tlie  omission  of  the  preceding  title, 
but  following  a  volume  no.,  or  a  year  indicates 
all  successive  volumes  or  years. 

When  tlie  Library  possesses  more  than 
one  copy  of  a  work,  the  second,  third  &c 
are  to  be  entered  as  '  —  [another  copy]' 
followed  by  the  shelfmark  in  round  brackets. 

57.  No  periodicals  are  to  be  catalogued 
throughout  except  those  on  a  small  autho- 
rized list.  A  light  pencil  mark  (v)  should  be 
made  in  the  book  at  the  head  of  each  item 
catalogued,  in  the  general  list  of  contents. 


4.  Arrangement  in  the 
Catalogue 

58.  The  order  of  alphabetization  is  to 
be  that  of  the  English  alphabet,  except  that 
where  I  and  L  are  consonants  they  are  to  be 
treated  as  J  and  V,  and  where  J  and  V  are 
vowels  they  are  to  be  treated  as  I  and  U. 

59-  Modified  vowels  such  as  a,  o,  ii  (not 
to  be  confused  with  a  diajresis)  are  to  be 
arranged  as  i/ written  out  in  full,  ae,  oe,  ue. 
bo  bwedish  a  =  aa,  and  Norwegian  f<  =  oe 
In  Creek  headings  the  order  should  be 
strictly  in  accordance  witli  the  transliteration 
see  rule  37);  o  and  <?  should  come  together 


and  also  e  and  e,  the  fact  that  the  vowel  is 
short  or  long  making  no  difference  in  its 
arrangement. 

60.  M',  Mc  and  Mc,  and  the  prefixes  s  st. 
ste.,  m.,  mme.,  mile.,  messrs.,  mr.,  mrs  ' 
dr  &c.,  are  to  be  regarded  as  if  written  in 
fulJ  Mac,  sanctus,  saint,  sainte,  monsieur 
madame,  mademoiselle,  messieurs,  mister' 
mistress,  doctor,  &c.,  but  elisions  should  be 
arranged  as  printed,  e.g.  don't  as  donf 
flow  ring  as  flowi-ine;  &c.  For  the  purposes 
ot  arrangement,  dashes,  asterisks,  &c.,  are  to 
be  disregarded,  e.  g.  :  — 


Daae  (dr.  L. 
Day  (John) 
D-b 
D.  ..gny 

Dryden  (John) 
D'*»*s  (W.) 


Of        (D 
equal   J  D — 
value    (  D** 

D.  ofP 

D.  (W.) 

D.  C.  L. 

D'A  (Anna) 

61.  Headings  composed  of  more  than 
one  separate  word,  e.g.  New  York,  are 
not  to  be  regarded  for  purposes  of  arrange- 
ment as  a  single  word.  Hyphened  wo?ds 
except  personal  names  should  be  treated  as 
one  word. 

The  following  examples  may  serve  to  illus- 
trate the  principles  of  arrangement  in  this  rule 
and  in  rule  65  :— 

Douglas,  Isle  of  Man 

„         Llandudno  &  Liverpool 

line,  ltd. 
,,         family 

I.        (         )bros.   With  cr.  ref. 
from  Douglas  bros. 
Douglas  (J.     ) 
„        (J.  &  E.) 
„        (J.  A.) 
(John) 
(John)  &•  CO. 
(John)  &  Son 
Douglas  &  Foulis  (messrs.) 
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Douglas-Hamilton  (Alexander) 
Douglas,  Hungerfurd  »i  Williams 
Douglas  jL-rroUl's  shilling   maga- 
zine 
DouglaS'Scott-Montagu  (John) 

How  (a  lens  works). 
How  iThomas). 
How-Smith  (James). 
Howard  (John). 


Histoire  d'Ass\Tie 
,,        de  la  l>ataille 
„        d<-  re'talilissemcnt 
,,        des  conclaves 
,,        du  cicrgc 
,,        d'un  paysan 

'>.'.  Sub-headings  may  be  used  under 
main  di\  isioiis  when  necessary, ami  should  he 
arranged  alphabetically,  unless  some  special 
arratigemcnt  has  l«-en  made,  the  main  snli- 
heailing  being  repeated  throughout  to  avoid 
ambiguity. 

fy%.  The  principle  of  arrangement  in  the 
i-atalogue  under  each  hea>ling  is  chrono- 
logical. In  short  aniclcs  the  order  is  purely 
chronological,  and  in  long  articles  uhirh  are 
provided  with  sul>-hradings  the  order  is 
chronological  under  each  suli-hcading. 

<>4.  When  the  same  word  serves  for  srvcml 
Itinds  of  heading,  the  oriler  of  arrangement 
^liould  be:  [\)  /-Lice,  {2)  Hubjecl,  (i)  f'erson, 
•  K  — 

I  Reading  (place) 

(i)  ■'  KvAiVmg—Utiiversi/y  coll. 

I  k-  ;  iing  Mercury. 
,,)     I<       Ing  (subject) 

K'-.i  iing  book 
(3)     Readmg  (John)  (person) 

In  the  case  of  similar  place-names  for 
county  and  city  (e.g.  Yoik)  the  following 
order  is  the  right  one  :— 


I.  County 

a.  Diocese 

3.  City  (or  town) 
Under  names  of  places  sul>-divisions  are 
allowed  to  comprise  departments  of  state 
(preferably  in  the  vernacular),  institutions, 
buildings,  ami  the  like,  situated  in  the  place. 
In  the  case  of  Engl.ind  (as  a  single  word 
heading),  however,  the  heading  is  confined 
to  anonymous  works,  cross-references  to 
departments,  and  the  like,  and  all  dep.irt- 
inents  of  state,  commissions  cind  similar 
bodies  are  under  their  titles  (see  rule  ?o). 

6<;.  A  surname  without  forename  or 
with  prefix  only  is  to  preceile  the  same  sur- 
name with  a  forename:  where  the  initials 
only  of  the  forenames  are  given  they  are 
to  precede  fuller  entries  with  the  same  initials 
(see  rule  61). 

In  the  case  of  a  common  forename  such  as 
Henry,  followed  by  a  description  (see  cata- 
logue), the  order  should  be  alphalx;tical, 
having  regard  to  the  chief  woid,  usually 
a  place.  Cross  -  references  will  remove 
ambiguity. 

In  the  case  of  a  common  surname  or 
common  surname  and  forename,  on  the  other 
hand,  the  order  should  be  chronological  by 
the  earliest  work  of  each  writer. 

A  fictitious  or  pseudonymous  name  should 
follow  a  similar  real  name. 

'>6.  In  a  general  series  nf  entries  under  a 
place-name,  or  subject-heading,  such  as 
Jews,  or  .1  p<'r>onal  name  not  an  author,  the 
vernacular  isgiven  precedence  of  all  lanijuages 
rxci'pt  Hebrew,  (ireek,  anci  Latin,  ami  is  (ol- 
lowcd  by  Engli-.li,  the  others  alphabetically. 

67.  The  works  of  an  author,  and  other 
books  capable  of  similar  trrattnent,  are  to  be 
arranged  in  the  following  order,  an  index  or 
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conspectus  of  the  entire  article  being  prefixed 
when  expedient: — 

(i)  General  cross-references. 

(2)  CoUectio>is  of  all  the  works  of  the 
autlior  in  the  origitial  laufriiage., 
whether  including  or  excluding  frag- 
ments, and  whether  witli  or  without 
translations  or  commentaries. 

(a)  Dated  editions  in  chronological  order. 

(b)  Editions  without  date  and  without 

conjectiirally  supplied  date  ;  but  if 
known  to  be  of  the  15th  cent,  they 
are  to  precede  editions  of  the  i6th. 

New  editions  of  a  work  by  the 
same  editor  are,  however,  to  suc- 
ceed the  first  entry. 

(3)  Translations  (incl.  paraphrases"), 
without  the  text, of  collected  works,  in 
alphabetical  order  of  languages  (but 
Hebrew,  Greek,  Latin.  English  pre- 
cede all  others)  and,  subject  to  this,  in 
chronological  order.  Polyglot*  edi- 
tions are  to  precede  all  others. 

(4)  Commentaries^  (incl.  in  some  cases 
paraphrases),  without  the  text,  on 
collected  works,  in  chronological 
order.  But  Hebrew,  Greek,  Latin, 
English  (only)aretoprecedeallothers. 
Scholia  are  to  preceile  all  other  com- 
mentaries. 

Miscellaneous,  e.g.  dissertations, 
treatises,  .\c.,  on  collected  works,  in 
one  chronological  order. 

(5)  Selections  from  collected  works  in 
chronological  order.     The  editions  of 

*  i.e.  more  than  two  languages  except 
when  one  is  ordinary  English. 

t  A  commentary  is  a  consideration  of  the 
text  throughout,  in  the  order  of  the  text,  and 
may  be  critical  or  explanatory. 


the  text  are  followed  by  translations, 
according  to  language,  commentaries, 
according  to  language,  miscellaneous, 
&c. 

(6)  Collections  of  two  or  more  works  of 
theauthor,  ifthey  have  nogeneral  title, 
in  one  chronological  order.  In  some 
cases  those  which  would  in  strictness 
fall  under  this  division  may  be  placed 
as  if  governed  by  the  succeeding  para- 
graph. The  editions  of  the  text  are 
followed  by  translations,  commen- 
taries, miscellaneous,  and  selections. 

(7)  Separate  works  or  entire  pans  of  a 
separate  work,  or  collections  of  two 
or  more  works  with  a  general  title, 
in  chronological  order  of  the  first 
issuesof  the  works,  followed  b^-  trans- 
lations,commentaries,  miscellaneous;, 
and  selections:  in  difficult  cases  an 
alphabetical  or  other  special  arrange- 
ment may  be  authorized.  In  ordinary- 
cases  a  collection  of  letters  should 
come  last  in  this  series.  Doubtful  or 
supposititious  works  should  be  in- 
cluded in  this  series,  but  the  sub  head- 
ing should  be  marked  with  an  asterisk. 

(8)  Fragments  of  the  author:  but  when 
a  work  exists  only  in  fragments  it  may 
be  entered  under  preceding  para- 
graphs of  this  rule. 

(9)  (a)  Lexicons,  {/>)  Indexes  and  con- 
cordances. 

(10)  Miscellaneous,  e.g.  dissertations, 
treatises,  imitations,  letters  to  an 
author,  ,\c.,  which  do  not  fall  under 


X  A  work  commenting  on,  or  in  reply  to, 
another  work  not  in  the  Library,  should 
occupy  the  theoretical  position  of  the  original 
work. 
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oriit 


liiiij;  hcails,  in  one  chronolo};ical 


(11)  Biograf'liUi,  as  no.  10. 
(li)  Biblit^gt aphies,  as  no.  10. 

'>x  Tin-  principles  of  arrangement  of 
language-headings  arr  as  lollows:  — 

l.e.xico>:s.  Tlie  ordinary  order  of  lan- 
'uak;is  tliould  be  observed  (<"•£. 
Hebrew,  Greek,  I  atin,  vernacular, 
Er.t^lisli,  others  alph.ihetirally),  and 
eat  li  lanifuu^e  j;ibUL>  should  be  ar- 
rangr-d  chronologically. 


Grammars,     fir'f.      These     should     be 
arranjjed  chronologically  tlir<ni(,'hou(. 

DiaUcls  are  placed  at  the  end  of  each 
s<-ction  dexicons.  grammars,  i^c),  and  shouhl 
follow  one  clironological  arrangrment 
throughout  without  regard  to  the  names  of  the 
iliah-cis,  and  without  sul)-hea<lings  for  thfse 
names.' 


•  Exceptions  may  W  made  for  certain  fit 
the  larger  language-headings  (e.  g  Gieek, 
Enghsh,  French,  &c.). 
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Tlie  references,  except  when  preceded  by  p.,  are  to  the  numbers  of  the 
cataloguing  rules. 


Abbreviations,  53  ;  arrangem.,  60;  of  place- 
names,  47  (3) ;  written  at  length,  38. 

Acts  of  Parliament,  10. 

Adveitisements,  21. 

Alphabetical  arraiigem.,  of  authors'  works, 
67  (7) ;  of  common  forenames,  65  ;  of  head- 
ings, 58,  59;  of  sub-headings,  62. 

Alphabets!,  19. 

Ampersand,  38. 

Anonymous  ballads,  12  (3)  ;  official  publ.,  10  ; 
works,  3,  12. 

Apocrypha,  \\. 

Arabic  figures,  47  (2,  4),  53,  54. 

Articles,  in  headings,  12  (3),  2. 

Asterisks,  arrangem.,  60;  for  supposititious 
works,  67  (7). 

Atlases,  36. 

Auction  catalogues,  18  note. 

Authors,  I  ;  descr.  on  titlepage,  3  ;  Greek, 
30;  Latin,  30;  more  than  one,  4;  not  on 
titlepage,  3  ;  of  atlases  &c.  36  ;  of  corresp., 
28;  of  music,  5 ;  of  official  publ.,  10;  of 
theses,  6;  ol  words  for  music,  5;  omit 
names  of,  42  ;  works  of,  arrangem.,  67. 

Ballads,  21,  12  (3). 

Bible,  14;  in  musical  compositions,  5 ;  per- 
sons, 8,  27. 
Bibliographies,  8;  arrangem.,  67(12). 
Bills,  Parliamentary,  10. 
Biographies,  8,  30  ;  arrangem.,  67  (i  1). 
Body  of  persons,  as  heading,  12  (i,  2). 


Booksellers'  cataloijue?,  18  note. 

Brackets,  55;  for  shelfmarks,  56;  in  imprint, 

47  '.^-  4),  40- 
British  Empire,  10. 
Broadside,  53. 

Capitals,  T,  38,  40. 

Catalogues,  18  ;  special  Bodleian,  5,  22. 

Calch-titles,   of  anon,  works,   12  (3);  of  law 

reports,  7;  of  periodicals,  It  ;  of  societies, 

.S.S. 
Chain-lines,  pp.  13,  14. 
Charts,  36  7iote. 
Chronological  arrangem.,  63,  67  (2  c&c.)  ;  in 

language-headings,    68 ;    of  common    sur- 
names, 65. 
Churches,  35. 
Cities,  10  ;   names  of,  36. 
City,  in  arrangem.,  64. 
ClaVendon  Press,  47  (3). 
Clubs,  35. 

Codes,  foreign  legal,  10. 
Collectaneous  works,  Q,  46. 
Collections,   catalogues   of,   18;    of  authors' 

works,  67(2,  3);  of  two  or  more  works  of 

author,  67  (6,  7). 
Commentaries,   13  ;    arrangem.,  67   (4  &c.)  ; 

definition,  67  noie\  on  legal  codes,  10. 
Commentators,  I,  13,  42. 
Commissions,  64. 
Companies,  25  ;  arrangem.,  61. 
Compilers,  i  ;  of  catalogues,  18  ;  of  indexes. 
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35;    of    lexicon'!,    grammars  &c.,   19;    of 

olTlcial  pul)l.,  10. 
C'oncordancfs  arrangcm.,  67  fg). 
Contents,  of  vols.,  5  1  ;  table  of;  g,  46,  57. 
Contractions,  see  Abbreviations. 
Conversation  books,  ig. 
Copy,  more  than  one,  56. 
Cor()oratc  bo<lirs,  as  headings,  10,  25. 
Corresponilence,  28  ;  arrani;rin..  67  17,  10). 
Countries,  as  htadinj^s.  lo,  64. 
County,  in  arrangem.,  64. 
<   riticisms,  of  Imoks  .'ve.,  8. 
C  ross  references,  arrangeni.,  67(1). 

Dashes,  56:  arrangem.,  6tx 

Date,  o(  pub!.,  47  14). 

D.-pnrtmrnts  iStatei,  10,  64. 

De-criptions,   added   to  personal  names,   1; 

arrangem.,    6.';;     c<iuivalent     10     authors' 

names,  3. 
Dialects,  arrangem.,  6-S. 
Dictionaries,  see  Lexicons. 
Dijjnitarics,  2\. 
Dioce-e,  in  arrangem.,  64. 
Diphthongs,  3X. 
1  )lrectories,  \t\. 
Di-.scrtaiions,  sre  Thtstt. 
Dots,  56,  12(3);   arrangem.,  60. 
Doubtlnl  wot  ka,  arrangem.,  67  (7). 

I 
Kditions,  47  (r;   arrangem.,  67  (2  &c.);    in 

.Arabic  figures,  53  ;  limited,  47(1). 
Editors,  t,  M  ;  more  than  one,  4    not  on  title-  I 

P'"K'"i4^;  of  anon.  work*.  I3(0;  o'  lexicons  ' 

iS:c.,  19;  of  music,  5;  of  ollicial  publ.,  10;  ' 

of  periodicals,  II  ;  of  scrics&c.g  ;  of  words  > 

for  music,  5. 
!■  lisions,  airangem,,  60.  I 

l".iii;l.iiii|,  as  heading,  10,  64.  ! 

1  i..;!i -h.    arrangem.,  (6,    67   (3.  4  &iC.\  68; 

I   \  •  ons  i>tc.,  19;   notes  in,  541. 
liritnts,  two  only,  I. 
Ephemeral  literature,  21. 


Errors,  on  titlepagc,  38. 
European  type,  &c.,  32. 

Families,  histories  of,  8 

Ficiitious  names,  2,  12  (2)     arrangem.,  65. 

Figures   Arabic,  47(2,  4),  53,  54  ;   Roman,  54. 

Firms,  25;  arrangem.,  6i. 

First  words,  as  headings,  13  (3). 

Fly  sheets,  21. 

Forenami-s,    i;  arrangem.,    65;    before   A.  n. 

1400,  2();  in  English,  30;  initials  of,  65;   of 

married  women,  29;  of  princes  iic,  24,  30. 

S«-e  also  Names. 
Fragments,  arrangem.,  67  (8)  ;  of  languages, 

19. 

Galleries,  35. 

Gatherings;  49,  pp.  13-15. 
Gazetteers,  36. 
Ciemara,  15. 

Government  ilepartments,  10,  64. 
Grammars,  ig  ;  arrangem.,  68. 
Great  Britain,  10. 

Greek,    arraiigt  m.,    Wi,    67   (3,    4   .'ic),    68 ; 
headings,  37,  59  ;  transliteration  of,  37,  43. 
Guide-books,  36. 

Headings,  of  several  words,  61  ;  spoiling  of, 

37- 
Hi-biew.  arrangem.,  U(\  67  (3,  4  &c.),  68. 
Historical  fact,  as  heading,  12(1,  2). 
Hymns,  17. 
Hyphened  names,  32,  61 ;  wonls,  61. 

Illustrations,  47. 

Illustrators,  i. 

Imitations,  arrangem  ,  67  (10). 

Im|>ir(«-tionB,  ^1. 

Imprint,  47  (3  5)  50. 

Incunabula,  38,  41,  47  (^,  6). 

Inijexia,    arrangem.,   67   (gt  ;    of  articles   in 

catalogue,  67  ;  of  p<'rio<lical<  &c.,  35. 
Initials,  ^  3  ;  arian^cm.,  Ou,  65. 
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Inscriptions,  ig. 

Institutions,  35,  64;  as  subject-heading,  12  (i, 

2);  catalogues  of,  iS. 
Irish,  transliteration  of,  30,  43. 

Koran,  15. 

Language-headings,  ig  ;  arrangem.,  68. 
Languages,  arrangem.,  66,  67  (3.  4  &c.),  68; 

of  a  book,  44  ;  non- European,  22. 
Latin,  arrangem  ,  66,  67  (3.  4  &c.),  68. 
Law  cases,  courts  and  reports,  7. 
Laws,  10. 

Legal  codes,  foreign,  10. 
Letters,  small,  i,  38,  40. 
Letters,  see  Correspondence. 
Lexicons,  19  ;  arrangem.,  67  (9),  68. 
Libraries,  35. 
Liturgies,  17;  in  music,  5. 

Magazines,  see  Periodicals. 

Maps,  36. 

Married  women,  29. 

Miscellaneous,  as  sub-heading,  67  (4  &c.,  10) ; 

papers,  21. 
Mishna,  15. 
Museums,  35. 
Music,  5. 

Names,  i,  2, 25 ;  Arabic,  33  ;  before  A.  D.  1400, 

26  ;  best  known,  25,  29  ;  clianged,  of  periodi- 
cals, 1 1,  of  persons,  29,  34,  of  societies,  35  ; 
Greek,  30,  37;  Hebrew,  33;  in  full,  30; 
Latin,  27,  30 ;  of  Bible  persons,  27  ;  of  com- 
panies, 25  ;  of  married  women,  29  ;  of  saints, 

27  ;  omitted,  42  ;  Oriental,  33  :  vernacular, 
30.  See  ?l\s,o  Fictitious  najnes.  Forenames, 
Pseudonyms,  Surnames,  &'c. 

Nicknames,  26. 

Noblemen,  23. 

Notes,  52,  47  ;  in  brackets,  55  ;  in  English,  50. 

Notices,  21. 

Oriental  languages,  22. 
Ostraka,  19. 


Paraphrases,  arrangem.,  67  (3,  4). 
Parliament,  10. 

Period  of  historj-,  as  heading,  12  (i,  2). 
Periodicals,    11,    46,    57;    articles  from,    3; 

supplements  to.  11. 
Persons,    arrangem.,    64 ;    as    headings    for 

anon,  works,  12  (i,  2). 
Places,    lo ;    arrangem.,    61,   64 ;    arrangem. 

under.  35,   64,   66  ;   as  headings  for  anon. 

works,  12  (i,  2) ;  names  of,  36;  of  printing, 

47  '3J ;  of  publ.,  47  13,  4). 
Plans,  36. 

Polyglot,  67  (3  &c.)  and  note. 
Popes,  24,  30,  54. 
Preface-writers,  i,  42. 
Prefixes,  arrangem.,  60;  of  personal  names, 

i>  29,  31. 
Prepositions,  in  headings,  12  (3). 
Princes,  24,  30,  54. 
Printers,  47  (3). 
Priming,  place  of,  47  C.3). 
Privately  printed,  47  (3). 
Proclamations,  21. 
Programmes,  21. 

Pseudonyms,  2,  3;   arrangem.,  65;  unidenti- 
fied, 3. 
Publication,  place  of^  47  (3,  4). 
Publishers,  9,  47  (3). 
Punctuation,  39. 

Reading-books,  ig. 
Recipient,  of  correspondence,  28. 
Reply,  work  in,  20,  67  note. 
Roman  figures,  54. 
Romances,  titles  of  old,  12  (3). 

Sacred  books,  14,  15,  i6. 

Saints,  27. 

Sale-agencies,  47  (3). 

Scholia,  67(4). 

Schools,  35. 

Scraps,  21. 

Selections,  arrangem.,  67  (5). 

Separate  works,  arrangem.,  67  (7). 
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Sitirs,  I.). 

Srrinons,  45  ;  fuiural,  8;  on  Bible  persons,  8. 

Shilfmaiks,  s(). 

Sic,  3«. 

Sij;natures,  47  (6). 

Siiij^lc  shri't,  S3. 

Si/>*s  of  Ixjoks,  48,  pp.  13-15  ;  '"  imprint, 
47  (5).  4>)- 

S<K-ifiics,  10,  3S- 

Sovereigns,  J4,  .v>,  54- 

Speciinens  lA  l.iiijjua>;p,  19. 

S|»-llin>j.  in  headings,  37 

State  (Irpartmcnls,  to,  64. 

Statutes,  KiL 

Stiikinjr  uonls,  as  headinEs,  t  j  (3),  35. 

Suli-headings,  62.  63,  ti4. 

Subjfcthea. lings,  arrangem.,  64;  arrangem. 
uniliT,  bty;  lor  anon,  works,  w(l-3);  for 
atlases  i*tc.,  36;  for  biographies  &c.,  8 ; 
for  misc.  papers,  11. 

Suffixes,  I. 

Supplements  to  periotlicals,  II. 

Supposititious  works,  67  (7). 
^Suriiami  s,  arrangem.,  65;  before  A.D.   1400, 
iti  ;  com|M>unil,  3J,  61 ;   Irish,  30;  of  noble- 
men I've,  J3 ;  with   prefixes,  31.     See  also 
.Vamfs. 


Talmud,  15. 
I.  .t. mil  lit'   Old  and  Ne 


»,  '4- 


Thescs,  6. 

Titlepage,  appearand-  am)  type,  38;  errors 
ill,  38;  language  of,  .m);  punctuation  of, 
3<j ;  works  without,  3,  46 

litU-s,  ot  Inxiks,  given  in  full,  41,  in  foreign 
characters,  43,  language  of,  50 ;  of  com- 
panies .S;c.,  25  ;  of  noblemen,  23  ;  of  princes 
iVc.,  J4 ;   preiixed  to  personal  names,  1. 

Towns,  see  Cities. 

Translations,  13,  67  (3  S:c.). 

Translators,  i,  13;  not  on  titlepage,  42;  of 
words  for  music,  5. 

Transliti  ration,  43;  of  Greek,  37,  43;  of 
Irish,  30,  43. 

Type,  38;  European  &c., 22. 

United  Kingdom,  10. 
Universities,  35. 

Vernacular,  arrangem.,  66,  68;  description, 
2 ;  in  (vrsonal  names,  yo ;  in  place-names, 
36;  spelling    VJ  ;  titles,  I. 

Vessels,  as  heailings,  7. 

Volumes,  contents  ot,  51  ;  number  of,  47  (j), 

i      S.<- 
Vowels,  38,  59. 

U'atermarks,  40,  pp.  13,  14. 
Words,    hypfuned,    61;  more   than   one,  (ii; 
uiiim)>orlant,  u  (3). 


